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• Changing Your Password 

To change your password, log into your Grantee Portal. Click on the    icon on the top right corner of 

the screen and select “My Profile”. Then select the Password option on the left side of the screen. For 

security purposes, you will be required to enter your Old Password before selecting a New Password. 

 

• Adding a New User to Your Grantee Account 

If another staff member at your organization will be supporting your grant reporting 

and/or submitting reimbursement requests, you will need to add them as a user to  

your Grantee Portal. 

To do this, log into your Grantee Portal and select your grant. Click on the USERS tab on  

the left-hand navigation menu, then select Add a User. 

 

 

 

 

How to Complete a Reimbursement Request 

To submit a request for reimbursement, log into your Grantee Portal and follow these steps: 

1. Select the DRAW REQUESTS tab on the left-hand navigation menu 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click Add a Draw 

 

 

2.1. A white box will pop up on the screen. Enter the 

request date and a brief description. The description 

can be as simple as July Reimbursement Request, 

[Organization Name] Reimbursement Request, [Date] 

Reimbursement Request, etc. 

 

https://portal.neighborlysoftware.com/ODPIDAHO/Participant
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3. Click on the hyperlink to submit a detailed reimbursement request and upload 

supplemental documents via JotForm. 

 

3.1. Up to five expenses can be entered within the JotForm. 

3.2. Supporting Documents (e.g., receipts, invoices, purchase  

orders, etc.) will be uploaded via JotForm at the bottom  

of the expense page by clicking Browse Files.  

 

 

  

4. The final page of the JotForm will list the total amount requested by program. These will 

also be listed in the notification email you receive when you submit the JotForm 

reimbursement request. You will need to enter the amount(s) requested per program(s) 

into the draw request in your Grantee Portal.  

 

https://form.jotform.com/IdahoODP/SABG_Reimbursement


https://portal.neighborlysoftware.com/ODPIDAHO/Participant
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SABG Pre and Post Test Survey Information (if applicable) 

Grantees providing direct curriculum-based prevention education (e.g., LifeSkills, Positive Action) are 

required to conduct pre- and post-surveys prior to, and after, the completion of each program cohort. 

These surveys are used to inform the overall SABG program evaluation. Additionally, after the program 

year providers will receive a summary outcome report of their programs’ survey results. 

Please review the following steps for instructions on how to obtain and implement the surveys: 

1. Review the following documents: 

• FY22 Instructions for Survey Administration for Prevention Programming   

• Parental Consent Policy 

2. ODP creates individualized pre- and post-survey templates specific to each provider’s programs. 

ODPs Research Analyst, Rachel Oliver (rachel.oliver@odp.idaho.gov) will email individualized 

PDF survey templates to each provider by November 15, 2021.  

3. ODP can also create an online version of the survey upon request. Contact Rachel Oliver if you 

would like to utilize the online survey option.  

If you have any questions or concerns regarding the surveys, please contact Rachel Oliver at 

rachel.oliver@odp.idaho.gov or (208)854-3048.  

 

ODP Learning Management System and Training Opportunities 

The Idaho Office of Drug Policy is pleased to provide free online courses to support the fulfillment of 

SABG grantee Provisional Prevention Specialist (PPS) and Certified Prevention Specialist (CPS) 

requirements through our learning management system.  

As of June 2021, ODP has launched eight additional CPS and Strategic Prevention Framework focused 

courses: 

1. The Strategic Prevention Framework: A Practical Application (3 hours) 

2. Planning and Evaluation (4 hours) 

3. Identifying Evidence-Based Policies, Programs, and Environmental Strategies (3 hours) 

4. Implementing Direct Service Programs with Fidelity (3 hours) 

5. Principles of Community Organization for the Prevention Specialist (6 hours) 

6. Principles of the Environmental Approach to the Prevention Specialist (3 hours) 

7. Capacity and Readiness for Prevention with Special Populations (3 hours) 

8. Sustainability and the Prevention Profession (4 hours) 

Learn more about ODPs learning management system, available online courses, and find instructions for 

registering and navigating the platform at www.prevention.odp.idaho.gov/training 

 

 

https://prevention.odp.idaho.gov/wp-content/uploads/2021/07/FY22-Survey-Adminstration-Instructions-for-Prevention-Programming.pdf
https://prevention.odp.idaho.gov/wp-content/uploads/2020/09/FY2021ParentConsentPolicyandForms-1.pdf
https://prevention.odp.idaho.gov/training/


8 
 

Appendix A 

Are you a current Substance Abuse Block Grant (SABG) grantee recipient with ODP in addition 

to receiving COVID-19 Response & Relief Grant funds?  

➢ YES, I am currently an SABG Grantee as well as a COVID-19 Response & Relief grantee 

If you are currently receiving both SABG grant funds and COVID-19 grant funds, both grants will be 

accessed and managed through ODP’s grant management platform, Neighborly. When you log-in to 

your Grantee Portal on Neighborly both your SABG and COVID-19 grants will appear on your Dashboard. 

Here is how to differentiate the grant awards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

➢ NO, I am only receiving COVID-19 Response & Relief Grant funds 

Your COVID-19 Response & Relief grant funds will be accessed and managed through ODP’s grant 

management platform, Neighborly. When you log-in to your Grantee Portal on Neighborly your COVID-

19 grant will appear on your Dashboard.  

 


